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ADMINISTRATIVE CONVENIENCE RECORDS Item #2

This record series consists of DUPLICATES of public records maintained for the convenience of officials and
employees in carrying out their duties. These records are NOT the official file or record (master) copy. Do NOT use
this item if records fall under a more appropriate retention schedule item.

RETENTION: Retain until obsolete, superseded, or administrative value is lost.

ADVERTISEMENTS: LEGAL Item #25

This record series consists of advertisements that have appeared in newspapers or other publications or public media
as stipulated in Chapter 50, Florida Statutes, Legal and Official Advertisements, or that have appeared in the Florida
Administrative Register or Florida Administrative Weekly as stipulated in Section 120.525(1), Florida Statutes,
Meetings, hearings, and workshops. The advertisements concern matters pertaining to the agency as well as any
other legal General Records Schedule GS1-SL for State and Local Government Agencies advertisements which may
directly or indirectly affect the agency, e.g., bid invitations for construction jobs, public hearings or notices, and public
sales. A legal advertisement is frequently filed with the item to which it applies.

RETENTION: 5 fiscal years.

BANK/FINANCIAL ACCOUNT STATEMENTS Item #85

This record series consists of monthly statements of bank/financial accounts and any related reconciliation records
documenting debits, credits and account balances. See also “DISBURSEMENT RECORDS” items and
“RECEIPT/REVENUE RECORDS” items.

RETENTION: 5 fiscal years.

BID RECORDS: CAPITAL IMPROVEMENT SUCCESSFUL BIDS Item #70

This record series documents the processing and letting of capital improvement successful bids including, but not
limited to, legal advertisements, “Requests for Proposals,” “Requests for Qualifications,” “Letters of Interest,”
“Invitations to Bid,” General Records Schedule GS1-SL for State and Local Government Agencies “Invitations to
Negotiate,” technical specifications, correspondence, bid tabulations, and bid responses. “Capital Improvements”
shall mean improvements to real property (land, buildings, including appurtenances, fixtures and fixed equipment,
structures, etc.) that add to the value and extend the useful life of the property, including construction of new
structures, replacement or rehabilitation of existing structures (e.g., major repairs such as roof replacement), or
removal of closed structures. See also “BID RECORDS: CAPITAL IMPROVEMENT UNSUCCESSFUL BIDS” and
“BID RECORDS: NON-CAPITAL IMPROVEMENT.”

RETENTION: Retain as long as related CONTRACTS/LEASES/AGREEMENTS: CAPITAL
IMPROVEMENT /REAL PROPERTY file.

BID RECORDS: CAPITAL IMPROVEMENT UNSUCCESSFUL BIDS Item #71

This record series documents the processing and letting of capital improvement unsuccessful bids including, but not
limited to, legal advertisements, “Requests for Proposals,” “Requests for Qualifications,” “Letters of Interest,”
“Invitations to Bid,” “Invitations to Negotiate,” technical specifications, correspondence, bid tabulations, and bid
responses. “Capital Improvements” shall mean improvements to real property (land, buildings, including
appurtenances, fixtures and fixed equipment, structures, etc.) that add to the value and extend the useful life of the
property, including construction of new structures, replacement or rehabilitation of existing structures (e.g., major
repairs such as roof replacement), or removal of closed structures. This series also includes records of bid projects
canceled prior to being awarded and projects awarded but canceled prior to any work being done. See also “BID
RECORDS: CAPITAL IMPROVEMENT SUCCESSFUL BIDS” and “BID RECORDS: NON-CAPITAL
IMPROVEMENT.”

RETENTION: 5 fiscal years after awarded or bid project canceled.

BUDGET RECORDS: APPROVED ANNUAL BUDGET Item #58

This record series consists of the agency’s approved annual budget and its amendments. This series does NOT
include working papers, agency staff analyses, drafts, budget requests, or other supporting documentation relating to




the development, modification, or implementation of an agency’s final approved budget. See also “BUDGET
RECORDS: SUPPORTING DOCUMENTS.” These records may have archival value.

RETENTION: Permanent.

State agencies should contact the State Archives of Florida for archival review after 5 years. Other agencies
should ensure appropriate preservation of records. General Records Schedule GS1-SL for State and Local
Government Agencies

BUDGET RECORDS: SUPPORTING DOCUMENTS Item #88

This record series consists of any documentation relating to the development, modification or implementation of an
agency'’s final approved budget. The series may include, but is not limited to, working papers, agency staff analyses,
drafts, budget requests and other supporting documentation. See also “‘BUDGET RECORDS: APPROVED ANNUAL
BUDGET.”

RETENTION: 3 fiscal years.

CORRESPONDENCE AND MEMORANDA: ADMINISTRATIVE Item #17

This record series consists of correspondence and memoranda of a general nature that are associated with
administrative practices or routine office activities and issues but that do not create policy or procedure, document the
business of a particular program, or act as a receipt. See also “CORRESPONDENCE AND MEMORANDA:
PROGRAM AND POLICY DEVELOPMENT,” "DIRECTIVES/POLICIES/PROCEDURES,” and “INFORMATION
REQUEST RECORDS.” These records may have archival value.

RETENTION: 3 fiscal years.

State agencies must contact the State Archives of Florida for archival review before disposition of records.
Other agencies should ensure appropriate preservation of records determined to have long-term historical
value.

DIRECTIVES/POLICIES /PROCEDURES Item #186

This record series consists of the official management statements of policy for the organization, supporting
documents, and the operating procedures that outline the methods for accomplishing the functions and activities
assigned to the agency. The series may include, but is not limited to, such materials as employee handbooks,
standard operating procedures, management approval documentation, and correspondence and memoranda stating
the policies and procedures to be followed by employees. See also “ADMINISTRATOR RECORDS: AGENCY
DIRECTOR/PROGRAM MANAGER,” “CORRESPONDENCE AND MEMORANDA: ADMINISTRATIVE,”
“CORRESPONDENCE AND MEMORANDA: PROGRAM AND POLICY DEVELOPMENT,” “DISASTER
PREPAREDNESS PLANS,” and “DISASTER PREPAREDNESS DRILL RECORDS.” These records may have
archival value.

RETENTION: 2 anniversary years after superseded or becoming obsolete.

State agencies must contact the State Archives of Florida for archival review before disposition of records.
Other agencies should ensure appropriate preservation of records determined to have long-term historical
value.

DISBURSEMENT RECORDS: DETAIL Item #340

This series consists of records documenting specific expenditures or transfers of agency moneys for the procurement
of commodities and services and other purposes. The series may include, but is not limited to, procurement records
such as requisitions, requisition logs, purchase orders, contracts, purchasing card (p-card) receipts, vendor invoices,
receiving reports, acceptances of contract deliverables, approvals, and related documentation; and expenditure
records for disbursements made through checks, warrants, electronic fund transfers (EFT), purchasing cards, or
other methods, such as payment vouchers, approvals, check registers, canceled or voided checks, check stubs,
canceled or voided warrants, disbursement ledgers, journal transactions, expenditure detail reports, refund records,
and other accounts payable and related documentation. The series may also include a copy of the agency’s sales tax
exemption form. Retention is based on Section 95.11(2), Florida Statutes, Statute of Limitations on contracts,
obligations, or liabilities. See also “DISBURSEMENT RECORDS: SUMMARY,” “PURCHASING RECORDS,” and
“TRAVEL RECORDS.”




RETENTION: 5 fiscal years after transaction completed.

ELECTRONIC COMMUNICATIONS

There is no single retention period that applies to all electronic messages or communications, whether they are sent
by email, instant messaging, text messaging (such as SMS, Blackberry PIN, etc.), multimedia messaging (such as
MMS), chat messaging, social networking (such as Facebook, Twitter, etc.), voice mail/voice messaging (whether in
audio, voice-over-internet protocol, or other format), or any other current or future electronic messaging technology or
device. Retention periods are determined by the content, nature, and purpose of records, and are set
based on their legal, fiscal, administrative, and historical values, regardless of the format in which
they reside or the method by which they are transmitted. Electronic communications, as with records in
other formats, can have a variety of purposes and relate to a variety of program functions and activities. The retention
of any particular electronic message will generally be the same as the retention for records in any other format that
document the same program function or activity. For instance, electronic communications might fall under a
CORRESPONDENCE series, a BUDGET RECORDS series, or one of numerous other series, depending on the
content, nature, and purpose of each message. Electronic communications that are created primarily to communicate
information of short-term value, such as messages reminding employees about scheduled meetings or appointments,
or most voice mail messages, might fall under the “TRANSITORY MESSAGES” series.

ENCUMBRANCE/CERTIFICATION FORWARD RECORDS Item #20

This record series consists of reports and other documentation detailing funds that have been encumbered, but not
yet spent, for a specific planned, approved expenditure. This series includes lists of encumbrances to be applied
against certified forward money, i.e., money brought forward from the previous fiscal year for goods and services not
received until the current fiscal year.

RETENTION: 3 fiscal years.

FINANCIAL ACCOUNT AUTHORIZATION RECORDS Item #84

This record series consists of an authorization to maintain a bank, purchasing card (p-card), credit card, investment
or other financial account and the names of those authorized to access the account. See also “SIGNATURE
AUTHORIZATION RECORDS.”

RETENTION: 5 fiscal years after authorization superseded, expired, or canceled.

FINANCIAL DISCLOSURE STATEMENTS (LOCAL GOVERNMENT) Item #346

This record series consists of personal financial information submitted to a local governing body by individuals hired,
elected or appointed to local government office. The statements indicate such information as financial status,
source(s) of income or other related information. These records may have archival value.

RETENTION: 10 fiscal years.
Agencies should ensure appropriate preservation of records determined to have long-term historical value.

FINANCIAL HISTORY SUMMARY RECORDS Item #347

This record series consists of records providing a periodic summary of an agency’s receipts and disbursements over
the course of an agency’s history. The series may consist of annual summary general ledgers, annual financial
reports, or equivalent records in other forms.

RETENTION: Permanent.

FINANCIAL REPORTS: LOCAL GOVERNMENT ANNUAL REPORTS Item #107

This record series consists of local government annual financial reports required by statute or rule, including those
required by Section 218.32, Florida Statutes, Annual financial reports; local government entities; Section 218.39,
Florida Statutes, Annual financial audit reports, and Chapters 10.550, 10.800 and 10.850 of the Rules of the Auditor
General of the State of Florida; and Section 216.102, Florida Statutes, Filing of financial information; handling by
Chief Financial Officer, penalty for noncompliance. The series includes the reporting local government agency’s copy
as well as the copy received by the official filing agency. The reports include such information as total revenues and
expenditures and outstanding long-term debt. See also “AUDITS: AUDITOR GENERAL” and “FINANCIAL
REPORTS: LOCAL GOVERNMENT ANNUAL REPORTS (SUPPORTING DOCUMENTS).” These records may
have archival value.




RETENTION: 10 fiscal years.
Agencies should ensure appropriate preservation of records determined to have long-term historical value.

FINANCIAL REPORTS:

LOCAL GOVERNMENT ANNUAL REPORTS (SUPPORTING DOCUMENTS) Item #108

This record series consists of documentation supporting the information reported in the annual financial reports
required by statute or rule, including those required by Section 218.32, Florida Statutes, Annual financial reports;
local government entities; Section 218.39, Florida Statutes, Annual financial audit reports, and Chapters 10.558(3),
10.807(3) and 10.857(4) of the Rules of the Auditor General of the State of Florida; and Section 216.102, Florida
Statutes, Filing of financial information; handling by Chief Financial Officer, penalty for noncompliance. This
documentation may include information utilized in compiling the reports or may indicate how the reporting entity
arrived at the reported information. See also “FINANCIAL REPORTS: LOCAL GOVERNMENT ANNUAL REPORTS.”

RETENTION: 5 fiscal years. General Records Schedule GS1-SL for State and Local Government Agencies

INFORMATION REQUEST RECORDS Item #23

This record series consists of correspondence and supporting documentation accumulated in answering inquiries
from the public. The series may include requests for: inspection and/or copies of public records (public records
requests), publications or services provided by the agency, confirmation of meeting or event times/dates/locations,
information on outstanding liens, and general agency information (e.g., mission statement, telephone list,
map/directions, employee directory, etc.).

RETENTION: 1 fiscal year.

MINUTES: OFFICIAL MEETINGS (SPECIAL DISTRICTS/

AGENCY SUPPORT ORGANIZATIONS/NON-POLICY ADVISORY BOARDS) Item #424

This record series consists of the official record of official meetings of special districts established by local
ordinance or resolution, of agency citizen support organizations or direct support organizations, or of agency
advisory boards that do not establish policy, rules or guidelines. Official meetings are defined in Section 286.011(1),
Florida Statutes, Public meetings and records, as “All meetings of any board or commission of any state agency or
authority or of any agency or authority of any county, municipal corporation, or political subdivision, except as
otherwise provided in the Constitution, including meetings with or attended by any person elected to such board or
commission, but who has not yet taken office, at which official acts are to be taken...” The series may include
verbatim transcripts or minutes summarizing issues addressed, actions taken and decisions made. The series may
also include agendas and background materials used as reference documentation for agenda items; these should be
included when they are necessary to understand the minutes. For documentation of the logistics/planning of the
meetings, such as venue information or directions, travel itineraries, and reservations and confirmations, use
“ADMINISTRATIVE SUPPORT RECORDS.” See also “CABINET AFFAIRS FILES,” “MINUTES: OFFICIAL
MEETINGS,” “MINUTES: OFFICIAL MEETINGS (PRELIMINARY/AUDIO General Records Schedule GS1-SL for
State and Local Government Agencies.

RECORDINGS/VIDEO RECORDINGS),” “MINUTES: OFFICIAL MEETINGS (SUPPORTING DOCUMENTS)” and
"MINUTES: OTHER MEETINGS.” These records may have archival value.

RETENTION: 10 anniversary years.

State agencies must contact the State Archives of Florida for archival review before disposition of records.
Other agencies should ensure appropriate preservation of records determined to have long-term historical
value.

MINUTES: OFFICIAL MEETINGS (SUPPORTING DOCUMENTS) Item #123

This record series consists of supporting documents for minutes and agendas generated by official meetings as
defined in Section 286.011(1), Florida Statutes, Public meetings and records. These records provide information
necessary for conducting the meeting or completing the minutes but do not document actual meeting proceedings.
Records may include, but are not limited to, copies of required public notices of meeting, attendance lists, roll call
sheets, sign-in sheets for speakers, and agendas and background materials used as reference documentation for
agenda items. See also “CABINET AFFAIRS FILES,” “MINUTES: OFFICIAL MEETINGS (PRELIMINARY/AUDIO
RECORDINGS/VIDEO RECORDINGS),” “MINUTES: OFFICIAL MEETINGS,” “MINUTES: OFFICIAL MEETINGS
(SPECIAL DISTRICTS/AGENCY SUPPORT ORGANIZATIONS/NON-POLICY ADVISORY BOARDS)” and
“‘MINUTES: OTHER MEETINGS.”




RETENTION: 2 anniversary years after adoption of the official minutes or certification of transcript.

ORDINANCES Item #228

This record series consists of county or municipal ordinances. Section 166.041(1)(a), Florida Statutes, Procedures for
adoption of ordinances and resolutions, defines “ordinance” as “an official legislative action of a governing body,
which action is a regulation of a general and permanent nature and enforceable as a local law.” See also
“CHARTERS/AMENDMENTS/BYLAWS/CONSTITUTIONS,” “ORDINANCES: SUPPORTING DOCUMENTS,”
“PROCLAMATIONS,” and “RESOLUTIONS.” These records may have archival value.

RETENTION: Permanent. State agencies should contact the State Archives of Florida for archival review after 5
years. Other agencies should ensure appropriate preservation of records.

RETENTION: 5 calendar years after case closed.

PROJECT FILES: CAPITAL IMPROVEMENT Item #136

This record series documents work done on capital improvement projects and/or project proposals sent out for bid.
This may include, but is not limited to, correspondence, memoranda, drawings, construction and contract
specifications, resolutions, narratives, budget revisions, survey information, change orders, and reports. “Capital
Improvements” shall mean improvements to real property (land, buildings, including appurtenances, fixtures and fixed
equipment, structures, etc.), that add to the value and extend the useful life of the property, including construction of
new structures, General Records Schedule GS1-SL for State and Local Government Agencies

replacement or rehabilitation of existing structures (e.g., major repairs such as roof replacement), or removal of
closed structures. See also “PROJECT FILES: FEDERAL,” “PROJECT FILES: NON-CAPITAL IMPROVEMENT,”
and “VOUCHERS: FEDERAL PROJECTS PAID.”

RETENTION: 10 fiscal years after completion or termination of project.

PROJECT FILES: NON-CAPITAL IMPROVEMENT Item #138

This record series documents work done on projects and/or project proposals that may or may not be sent out for bid.
This may include, but is not limited to, correspondence, memoranda, contract specifications, resolutions, narratives,
budget revisions, survey information, change orders, and reports. See also “PROJECT FILES: FEDERAL,"
"PROJECT FILES: CAPITAL IMPROVEMENT,” and “WVOUCHERS: FEDERAL PROJECTS PAID.”

RETENTION: 5 fiscal years after completion or termination of project.

PUBLIC DEPOSITOR ANNUAL REPORT RECORDS Item #389

This record series consists of the agency's copies of the Public Depositor Annual Report to the Chief Financial Officer
(Form DFS-J1-1009 or equivalent Department of Financial Services form or predecessor form), also known as the
Public Depositor Report to the Treasurer, submitted annually to the Chief Financial Officer, State of Florida pursuant
to Section 280.17(6), Florida Statutes, Requirements for public depositors; notice to public depositors and
governmental units; loss of protection. This series may also include documentation of authorization to execute this
report. Pursuant to Rule 69C-2.032, Florida Administrative Code, Execution of Forms, Proof of Authorization,
documentation of authorization may include copies of minutes of board meetings, charters, constitutions, bylaws, and
evidence of incumbency.

RETENTION: 5 fiscal years.

PUBLIC INFORMATION FILES Item #128

This record series documents an agency'’s efforts to disseminate information to the public about its programs and
services through such activities as speeches, presentations, exhibits, displays, social media involvement and other
activities. The series may include, but is not limited to, speeches (including outlines, speaking points and drafts),
photographs or other illustrations used in agency publications or displays, applicable social media posts, and
examples of brochures, handouts, or other items meant for public distribution. NOTE: Stocks of agency publications
(e.g., brochures, pamphlets, handbooks, etc.) are not included in this series. See also “NEWS RELEASES” and
“‘PUBLICATION PRODUCTION RECORDS.” These records may have archival value.




RETENTION: 90 days.

State agencies must contact the State Archives of Florida for archival review before disposition of records.
Other agencies should ensure appropriate preservation of records determined to have long-term historical
value.

RECORDS DISPOSITION DOCUMENTATION Item #45

This record series documents the agency’s disposition of its public records. Agencies are required to maintain internal
documentation of records dispositions pursuant to Rule 1B-24.003(9)(d), Florida Administrative Code, which states in
part that, “For each record series being disposed of, agencies shall identify and document the following: 1. Records
retention schedule number; 2. Item number; 3. Record series title; 4. Inclusive dates of the records; 5. Volume in
cubic feet for paper records; for electronic records, record the number of bytes and/or records and/or files if known, or
indicate that the disposed records were in electronic form; and 6. Disposition action (manner of disposition) and date.”
Disposition may include either destruction of records or transfer of legal custodianship of the records to another
agency. See also “RECORDS MANAGEMENT COMPLIANCE STATEMENTS” and “RECORDS RETENTION
SCHEDULES: AGENCY SPECIFIC.”

RETENTION: Permanent.

RECORDS MANAGEMENT COMPLIANCE STATEMENTS Item #322

This record series consists of the agency’s copy of records management compliance statements submitted annually
to the Department of State, Records Management Program. The statements indicate the agency’s compliance or
non-compliance with Florida’s public records management statutes and Florida Administrative Code rules, including
documentation of the quantity of records dispositions and the agency’s designated Records Management Liaison
Officer. Compliance reporting is required pursuant to Rule 1B-24.003(11), Florida Administrative Code, which
requires that, “Each agency shall submit to the Division, once a year, a signed statement attesting to the agency’s
compliance with records disposition laws, rules, and procedures.” See also “RECORDS DISPOSITION
DOCUMENTATION” and “RECORDS RETENTION SCHEDULES: AGENCY SPECIFIC.”

RETENTION: 1 fiscal year.

RECORDS RETENTION SCHEDULES: AGENCY SPECIFIC Item #68

This record series consists of copies of records retention schedules approved by the Department of State, Records
Management Program for records that are specific to an individual agency’s programs and activities and are not
covered by a general records retention schedule. Agency-specific retention schedules are established pursuant to
Rule 1B-24.003(1)-(8), Florida Administrative Code, Section 119.021(2)(a), Florida Statutes, and Section 257.36(6),
Florida Statutes. See also “RECORDS MANAGEMENT COMPLIANCE STATEMENTS” and “RECORDS
DISPOSITION DOCUMENTATION.”

RETENTION: Permanent.

RESOLUTIONS: SPECIAL DISTRICTS/AGENCY SUPPORT ORGANIZATIONS/NON-POLICY

ADVISORY BOARDS Item #429

This record series consists of formal expressions of opinion, intention or decision by a special district, agency support
organization or non-policy advisory board concerning administrative matters before that body or relating to its area of
responsibility. These records may have archival value.

RETENTION: 10 anniversary years.

State agencies must contact the State Archives of Florida for archival review before disposition of records.
Other agencies should ensure appropriate preservation of records determined to have long-term historical
value.

SIGNATURE AUTHORIZATION RECORDS Item #300

This record series consists of forms authorizing individuals to sign purchase orders, credit cards/receipts, or
paychecks, to accept packages requiring a signature, or to sign off on other types of agency business. See also
“‘FINANCIAL ACCOUNT AUTHORIZATION RECORDS.”




RETENTION: 1 fiscal year after obsolete or superseded.

SUBJECT/REFERENCE FILES Item #373

This record series may contain copies of correspondence, reports, memoranda, studies, articles, or other
documentation regarding topics of interest to or addressed by an agency or program unit and maintained as a
reference resource for the General Records Schedule GS1-SL for State and Local Government Agencies
convenience of staff. See also “ADMINISTRATOR RECORDS: AGENCY DIRECTOR/PROGRAM MANAGER'”
These records may have archival value.

RETENTION: Retain until obsolete, superseded, or administrative value is lost.

State agencies must contact the State Archives of Florida for archival review before disposition of records.
Other agencies should ensure appropriate preservation of records determined to have long-term historical
value.

TRANSITORY MESSAGES Item #146

This record series consists of records that are created primarily to communicate information of short-term value.
“Transitory” refers to short-term value based upon the content and purpose of the message, not the format or
technology used to transmit it. Examples of transitory messages include, but are not limited to, reminders to
employees about scheduled meetings or appointments; most telephone messages (whether in paper, voice mail, or
other electronic form); announcements of office events such as holiday parties or group lunches; recipient copies of
announcements of agency sponsored events such as exhibits, lectures or workshops; and news releases received by
the agency strictly for informational purposes and unrelated to agency programs or activities. Transitory messages
are not intended to formalize or perpetuate knowledge and do not set policy, establish guidelines or procedures,
certify a transaction, or become a receipt.

RETENTION: Retain until obsolete, superseded, or administrative value is lost.



